
  
 
Step 1 
 

        

Bring up the Dept of Human Services Web Page – 
You will find it at www.state.nd.us/humanservices. 
Or click on the link above. 
 
Locate the area that has the Provider Information 
and double click on the line as shown here.

 
 
 
Step 2 
 
 

 

Click on 
Register 
Now 

 
 
 

http://www.state.nd.us/humanservices


Step 3 

 

 

Enter your name and 
address.  
 
Enter your Business 
name, address, city 
state, zip, phone 
number and your 
organizations 
Name/Business Name. 
 
 
Enter the email 
address you use at 
your place of business. 

Please click here 
to read the rules 
for your id and 
password before 
you proceed.  

 

If you should forget your password or need your password 
reset you will be asked by ITD Support the answers to the 2 
questions you have selected as your security questions so 
please make sure you do not forget the answers. 

Once you have filled 
out each of the 
security questions 
and answers  Click 
on Create Login

 
 
 
 
 
 
 
 



 
Step 4 
 
 

 

This email is 
covered in 
steps 5, 6 and 
7.  
 
Please 
Remember 
Your 
Password! 

 
 
Step 5 
 

 
 
Step 6  

 

 

Double click 
on this link. 

When you open your 
email you will see an 
email from idtsecur.  
Open  up this email. 

 
 
 
 
 
 
 
 
 



Step 7  
 

 
 
 
Step 8 
 

 

Enter the 
same 
password you 
selected when 
you answered 
the questions 
on the Sign 
Up screen.  
Then click on
Confirm  

Enter the same  
Login ID and 
Password that 
you selected 
when you 
answered the 
questions on the 
Sign Up screen.
 
Then click on 
Login. 

 
 
 
 
 
 
 
 
 
 



Step 9 
 

 

 

Enter the Primary 
provider number 
you used when you 
filled out the Web 
File Transfer 
Registration  
Form or the 
Electronic Data 
Interchange  (EDI) 
documents.    
 
Click on Request 
an Authorization 
Code 

 
Step 10 
 
 

 

Please read 
this message. 
 
 
 
Enter Your 
name here. 
 
 
 
Click on 
Continue 

 
 
 
 
 
 
 
 
 
 



Step 11 
 

 

When you 
receive your 
authorization 
letter in the 
mail, then 
open up the 
Human 
Services web 
site. 
www.state.nd
.us/humanser
vice
 Click on the 
link that says 
Access to the 
Web File 
Transfer.  
 
Enter your 
Login  Id and 
Password 
 
Click on 
Login 

 
 
Step 12 
 
 

 

Enter your 
Primary 
Provider 
number. 
(Same 
provider 
number you 
used in step 
9. 
 
Enter the 
Authorization 
code as it 
appears in the
letter. 
 
 
 

 
 
 
 
 
 
 
 

http://www.state.nd.us/humanservice
http://www.state.nd.us/humanservice
http://www.state.nd.us/humanservice


Step 13 
 
 

 
    

 

 
 
 
 
 
 
 

 

Your 
Primary
Medicaid 
Provider 
number 
& Your 
name 
should 
appear 

You have successfully 
completed the 
registration process and 
you are now ready to 
transmit a file to 
Medicaid.  
 
Follow these 3 easy steps 
to transmit a file. 
 
#1 Click on Upload File

#2 Click on Browse and locate 
your file you want to transmit 
 

 
#3 Click on File Type 
Select the correct file type that you will be transmitting. See Examples below. 
Choose this file type below if you are transmitting DD Services 

    
Choose Hipaa Compliant if you are sending a Hipaa transaction.   

This includes 
ICF/MR 
Claims 

Non ICF/MR

 
Choose Home and Community if you are transmitting  HCBC. 

 
Choose Basic if you are transmitting Basic Care. 

 
 

When you have selected 
your file and the file type 
click on UPLOAD.  

 
 
 
 
 
 



                                                                    Choose MDS if you are transmitting MDS.  

                                                                    File Type  

                                                                    
MDS  

                                                                     
 
 
 
 

Congratulations  
you have 
successfully 
transmitted a file 
to Medicaid.   

 
 
 
 
 
 
 
  

Click on Return to Main Menu to exit the 
program or to transmit additional files to 
Medicaid. 

Please do not call the Dept of 
Human Services to see if your 
claims have been transmitted. If 
you have followed all of the steps 
above correctly your claims have 
been received by DHS and will 
be processed they next billing 
cycle. 
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